
How to Downgrade or Upgrade Monthly Subscription  
 

 A change in subscription will involve two transactions. When a subscription is 
upgraded or downgraded the full amount of the original subscription will be refunded 
and the new subscription amount will be charged to the card on file. Additionally, 
when a subscription is downgraded, the number of documents purchased in the 
original subscription will be deducted from the new subscription for the remainder of 
the current billing cycle only. 
 

1. Access URL: www.azcourtdocs.gov 

2. Log into account  

Select LOG IN! 

 

3. Select Account Settings under email address drop down options. 

 

http://www.azcourtdocs.gov/


4. Select Action icon next to the subscription to manage/modify subscription 

 

 
5. Select New Subscription  

Select Change Subscription  

 
 



 

6. Subscription confirmation will appear 

Select Confirm Change and Pay  

 

 

7. Subscription Change Confirmation will display 

 

 



8. User will receive confirmation email from DoNotReplyRMS@granicus.com 

       

 


